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TROUBLESHOOTING

STOPPING AUTOMATIC CONVERSIONS

After importing data into a worksbeet from text files and databases, T woticed thut Excel converts
somre data to date serial values and other data to scientific notation. I want the information to appear
in mry worksheet exartly as it did in the database. Is there any way to change it back? :
No, unfortunately. When Excel sees a value that looks like a date or time or scientific nota-
tion, either when you type a value into a cell or when you importa dawabase, it converts the
value automatically as you type or import. There is no way to reverse this conversion. If you:
have serial numbers that use the format 2#x####, where each # is 2 number and the X is a let=
ter, Excel converts any serial number that contains the letter E in that position to scientific
notation. Your best option is to edit the text or database file, adding an apostrophe to the
beginning of each field that contains values Excel will trv to convert. In that case, Excel
imports the data in text format exactly as it appears.

CUCKING TWICE FOR NORMAL

I formatted text in a cell using more than one font, and I want to restore Excels defaudt font format,
I opened the Format Cells dialog Do, clicked the Font tab, and checked the Normal Font box once,
but mry formatting stays exactly as it was. What's the scoret?

When vou have multiple font formats applied to different words or characters in a cell, the *
Normal Font check box is checked, but it’s grayed out. To restore the default formatting,
cick twice to clear the box (exactly the opposite of what you normally do), and then click
OK to close the dialog box. Now reopen the dialog box and check the Normal Font box
again. This time your change will stick.

WoriiNG WITH MULTIPLE CONDITIONS

1 applied conditional formatting to a cell, bt the formatting doesn’t appear on sne eells, cven though
the data in those cells mcets the conditions I specified.

If you specify multiple conditions and more than one is true for a given cell, Excel applies
the formats of the &rst true condition it enconnters and ignores the second and third condi-
tions. If you've defined conditions that have the potential to overlap, arrange them in order
so that the most important one (or the one least likely to be true) is first in the list.

SECRETS OF THE OFFICE MASTERS: STORING MULTIPLE
SCENARIOS IN A SINGLE WORKBOOK

One of Excel’s most valuable hidden features is its capability to store muldple scenarios
within a single workbook. Creating scenarios helps you plan for a future in which you can’t
be certain that your worksheet model is accurate, especially when a change in one assump-
tion will have a ripple effect an other values that affect the bottom line. Scenarios are useful

in these two circumstances:
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@ When the underlying assumptions depend on external factors out of your con-
trol, such as the weather or the economy—For example, if you sell heating oil or
umbrellas, you might create a P and L forecast using multiple scenarios to compare the
results of strong sales in cold, wet weather and weak sales if the winter is mild and dry.

@ When you want to perform what-if analyses that test the bottom-line effect of
price increases or capital expenditures—For instance, the classic demand cupve from
Economics 101 says that raising prices past a certain point might reduce demand so
much that profits actually suffer, whereas cutting prices might cause sales to grow
tremendously and swell the bottom line. Use scenarios in combination with market
research to test the bottom-line impact of a 10% price cut, a 5% price hike, and a
10% increase.

You often can accomplish the same goal by creating multiple workbooks within a single

worksheet, starfing with a basic model and creating a copy for each scenario—best case,
worst case, and so on. For simple analyses, where the underlying assumptions remain
the same and you need to show revised totals, you also can add an extra row or column
using slightly different formulas. Reserve scenarios for complex analyses where the
changing assumptions include many related factors.

Adding scenarios to a worksheet is a three-step process. First, create a worksheet that
includes all the data and formulas you want to use in your comparison. Next, select specific
cells you want to change as part of each scenario. (The changing cells typically contain val-
ues used in one or more formulas in the sheet.) Finally, create named scenarios and enter
the data in the changing cells for each one. By switching between scenarios, you can watch
the bottom line change—and even change the bars and columns in charts lased on data in

the worlksheet.

When putting together a fiscal forecast, for example, you might want to test the impact of
various growth scenarios on your expenses. [n the first scenario, you increase the number of
employees (and thus salaries, payroll taxes, benefits, and other expenses ted to head count)
to handle anticipated new business. In the second scenario, you freeze hiring and outsource
the increased workload instead (keeping salaries at their current level but increasing
expenses for contract labor). In the third scenario, you analyze what happens if you kick off
a major hiring program and rent new office space (besides the increases in fabor costs, you'll
have to adjust for higher rent, utilities, and maintenance).

To create a worksheet that includes multiple scenarios, follow these steps:

1. Create the basic worksheet coneaining all the data and formulas you want to use in your

first scenario.

Pl

Select up to 32 cells that will change in each scenario. Although you can select the
changing cells and enter data at the same time you create a scenario, it is much, much
easier to build scenarios in this order.
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3. Click the What-1f Analysis button on your Data ribbon. Select Scenario Manager. In
the Scenario Manager dialog box, click the Add button to display the Add Scenario dja=

log box shown in Figure 19.22.

Figure 19.22
Give each scenario a
name and add a
descriptive comment;
if you selected the
changing cells before
displaying this dialog
box, your sefection

Add Seanaric” ¢ o

Scenagy pamer.

;lvic;dera e Grnwli;.

Changing cefist

[E5Es

Clrischdh cafis to selact pon-adjacent diangng cells, .

3 an.merit;

i Created by tenny Walsh on 5/12/2003;

immrﬂe: we hire 19 sdditional emplayees in 2003

appears here.

Froécuon L

There's no requirement that you sefect the same set of changing cells in each scenario;
however, we strongly recommend that you do so. The purpose of creating scenarios is to
show you various outcomes when you control specific input assurnptions. !f you use dif-
ferent changing cells in each scenario, your workbook essentially becomes an uncon-
trolled experiment, and the same data could result in different results for a given
scenario, depending on which scenarios you view first.

4. Tn the Scenario Name box, enter a name that describes the scenario you're creating.
You'll use this name to view and edit scenarios later, so keep the name short and mean-
ingful: Best case and Worst case, for example. By default, the Comment box at the
bottom of this dialog box contains your name and the date you created the scenario. If -
your scenario includes assumptions that aren’t readily apparent, add a detailed descrip-
tion here.

Select protection options for the scenarios on the current worksheet. (By default, the
Prevent Changes option is checked and the Hide option is unchecked.} Click OK. "The
Scenario Values box appears, as shown in Figure 19.23.
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cenario Manager. In 8. Check the values you want to use for each of the changing cells in this scenario, and

- the Add Scenario dia- change any of them, as necessary.

Ty A

Normally, the Scenario Values dialog box displays cell references. However, if you use
Ve range names for the changing cells, those names will appear in this dialog box, making
Z ot /V% entering data and verifying that the values in each changing cell make sense much
easier.

7. If your other scenarios are relatively uncomplicated, with only a handful of changing
cells, click the Add button and enter the numbers for each scenario directly in this dia-
log box. If the underlying worksheet is complex, however, you’ll probably find it easier
to close the Scenario Manager dialog box, enter your data, and repeat steps 2-6 to cre-
ate additional scenarios. When you finish, the dialog box should look something like
the one in Figure 19.24.

Figure 19.24
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To view different scenarios, open the Scenario Manager dialog box, select a scenario name,
and click the Show button {or double-click the scenario name). You can drag the Scenario
Manager dialog box out of the way to see the changed values in your worksheet. If you want
to scroll or edit the worksheet, however, you must close this dialog box.
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Viewing a worksheet that contains scenarios can be confusing. Unless the Scenario

Ve Manager dialog box is open, how do you know which scenatio you're looking at? Use
VQ& /Mé text [abels to solve this prablem elegantly. Although it's most commeon to select cells with

numeric values as the changing cells in @ worksheet with scenarios, you can also enter
textin a changing cell. Set aside one cell on your worksheet to contain a description of
the current scenario and make it a changing cell as well. When you create each scenarip,
be sure the contents of this cell are accurate. Using this technique, you'l! always be able
to see which scenario is on display, just by looking at this cell,

After creating scenarios, you can add, remove, or change scenarios by using the same basic
procedures. Two options in the Scenario Manager dialog box are particularly interesting for
advanced users:

@ Merge—Click this button to consolidate the data fram changing cells into a new work- -
sheet. Start in a new worksheet and open the workbooks that contain the scenarios you
want to merge. The Merge Scenarios dialog box lists all open workbooks, and when you
select one, you can pick from a list of worksheess within that workbook (the status bar
tells you whether any scenarios exist in the sheet you've selected). Click OK to open the -
Scenario Manager dialog box, and then click Show to add the data from the changing
cells to the current sheet. This technique is especially useful when you've passed out
several copies of a worksheet template and you want to copy some but not all of the
scenarios to the new sheet.

Summary—Click this button to produce a report that arranges the values from the
changing cells in all scenarios into a new sheet in the current workbook. Select the
Scenario Summary option to display the data in a neatly formatted table; use the

Scenario PivotTable option to display data in a format in which you can manipulate
it further.




